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FSM 1400 - CONTROLS

1409.11 - Fiscal and Accounting Management Program and Activit

Handbook (FSH). This supplement establishes guides and instruc

to accomplish a self-review and certification process for the a

ties of imprest funds and collections.

Each subunit shall (1) annually perform an internal control rev~ew,
(2) keep.a copy of the completed reviews on file, and (3) forwa~d a
copy to the Supervisor's Office.

Collections Activitli Exhibit 1

The Business Management Assistants will do the Internal Control
for District Collection Officer~ when they perform the audits r

by FSM 6531.41f, BH Supp #64. qfe form with a list of Collecti

Officers will be signed by the 9~strict Ranger as Compliance Re

The Boxeld~r Administrative Offi

j

er will do the Internal Contro

Review for Boxelder Collection 0 ficers when the audit required

6531.41f, BH Supp. #64 is perfor led. One form with a list of C
tion Officers will be signed by ~he Center Director as Complian
Reviewer. '

A Budget and Finance Accounting Technician will do the Internal ICon-
trol Review for S.O. Collection Officers and the Unit Collectio

Clerk. One form with a list of Collection Officers and Unit Co

tion Clerks will be signed by the Administrative Staff Officer

Compliance Reviewer.

Imprest Fund Activity, Exhibit 2

A Budget and Finance Accounting Technician will do the Internal

~

con-

trol Review for all Imprest Fund Cashiers when the Annual Audit are

performed per FSH 6509.13b-1008. The forms will be signed by t e
Administrative Staff Officer as the Compliance Reviewer.

Assurance Statement! Exhibit 3

The Assurance Statement will be signed by the Forest Supervisor land

sent to the R.O. by the due date.
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otHear d..'I.. are to be pocnded
paadlac tYC'ha. 10 1«..10',

U" ,,_e" 1.. ... c. ... _.
IIOnci'lly.

'a... BOG-lOll. ta N "..ep4red tAd II
..cdp'od (a.c.. o1ope. e<o""
cal.uac c or e!wclt. are opea.. oy
a&LLr- -phya.).

~u 4- or. ta !w ;>loc- ...4a. I
.ccco.eoU", e cola \,<",,"pc11 c""-~I''hoc 1 ot .U11",. tAd :ecord-
1"4 ... oc"",,",c. reeelublo.

Oaoo.1to.l.. c,re to treo-It H.."t.l~
c. choc I<'1C. Ii

"'--to d... ce. ca ... pi ocod ...,.jee
cce.,..Clac c...trol. ...a...y coco....
dllatl... .re t. b.e_c. ...01..-
,.o.1tod eo!leeth.., 4a1>0" to La
creadc -c &Cbs_lodCod by the

541,,!! cre."-

I

t.rred fr-
6509.1110
(314.12) to

"".m "'I

'$1'1 .531.41.

j '$1'1 .530.3
I

1$11 650'.111t
OS. L)

TSX 6»0.)

FSH 3/8411'BH SUPP 10



o.'l.w""..

.eto""tod lor Iro. tho tI.. i
o( 101111"4 nu.ber ""e...on,
'0 rollo«lon or ..Id
..o...,t. by lndldd""j
011 line In .ccountlne
record.?

Exhibit 1 -- Continued

INtE?RAL CONTROL REVItw
COLLECTION ACTIVIT!

St.nderd

d 0"'"I tory ond depo.1<. .cmoollcdled
., ,he dopo.ltory.

D. CDcontrol peocedur.. Inj Orc.81..cloo&1 eulc""oC ot col18c-ch.h od.q...to MCUC'Cloo 0

1

Cloc ."thttl.. .eo to be

3
,cr...tad

dutl.. to acl rd acellUt ,"",erooy CDlndlvld u.ol( f) c 'ftCt coo-
the cooc.cl.ent ot 1- II1f- c.al tn. .1& ot r..l".o .. 10
u.. by _plo,.eo uuo..clble fcc.,..,tlft( u"ord.. '
lor;

1. "".le..lft( coctrol o_ben
lor .1110 lor collcctloo.

z. t lnc bill. to. collec-
<1on.

3. "dote nc. at Ac"""""
rec.luble fUca.

4. Ibothcnd collect1oo
actl.1t,. .cpo.tLCC.

~. Unit Collectloo Clerk
(.nd .ute t..) act1o1Clca.

6. ".le.. ot ItAD 6704
.eport.

1409.11--7

~"ru

r.c' 0 01 .

I1 hen ...le- c_"l1aocato peucrU.cdLatema!"ootrol,.ocad -
neod..,. tor tbe collectloo octhH,.. ldaot1l1".U- ot tl».e anu
omeu otcodard. he.. DOtbeeo-t u. .doc_eotad10 tb. .._ru blockof
tl\1& 1\11'..

eooipn.o". ...1....

FS) 3/84

..I.conc,

1$" 6510.3

Doit.

BK SUPP 10
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a..110al Seedoo,
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Subunrt
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Standard.
I!let
I!l.evlev Area StaDdard ,..,feunce Yea !Io "4r.

I
IAre 18!)reat !"und direc- eaahiera are rea a&!nt.La- I'sa 6}09.31 !

.ea -Lntained curr"ouT' 111g. COPT of: .l3b, (6, 2C) iIapreat Fund PaY' >It, (b)
Dep.art:8eot of Tr, of
Procedurea aod II 1 r
eaahiera.

Do c...lUera enaure tlwt eaahiera _at eol 'est 1SB 6}09.13b
, !.apreat fund 18 DOt fund 18 oot COla'" .tb.,r (0504)
..LQjJled witb oth.,r f""dar off1cial or ..,.i-

r or

vitb peraooal f....

D!SIGNA!lOHIDL!GAT!ON

I

!!ave c:aahiera be.,o I'ont 6500-138, ILl 'prelt I'SB 6509. IJb I
perlT d.at.cnaced, r..ad c...hier De8i

I8eod-

(0201)

I

il1g approval 11 c

I 1e re-'one $7-211 aDd rsl! 6509.13b i

fleet the curreot 1M f\lad. (0201) I

FSI! 6509.31
(6,4")

l8 cuhier dele(aced eaahi.,r au.aC b.tIi
thUil1g

r 6315.2
opr18te purchuing author1ty La orde pur-

'art tyT cba..,..

IOO'UST 1UND
ACCOWTA!ILI!"'.

lahall

j
I

Are ca.h ...ri!1c:atioo '.,rifLcacioo. of I'SB 6509.1Jb
I.udi t fre"...."cy be lIMe .. freq..., od (l008)

.ir_.,ocs b<il1g _c1 nee...ary for tbe of tbe rsli 6509.31 I
eoeeraa.,ot, but a a.,. per (6.JO) I
y.ar vi tb the un.

rer1f1-

catioo eacb 'Iu.art.

Audit.of each tal wl b.t rsa 6509.13b

I

aade vi th1o 120 d. , (1008)
cuhier' a d.,.iC"" ,reef ter
a. frequeouy &:III Iprotect

I

tbe ioceruc at tl :, but
at hut &.tIo....11y.

Are ""aooounced ca.h A d..icnaced 1ndi, lpe"1a- I'SB 6509.13b I

tic.Uoo. aod ed by tbe cuhier :t (1008)

I
c. c_leted by .......--clOd .er1fJ audita.
Hied ..p10y.....1

I
Ar. rei.bur...eot Voucben are co I>d r I'SB 6509.13b
here approved by pt'oper Dtacricc lancer. , ! (0901) I
cerd officere who baa. : traoe-

I

act100a.

U'e c..hiere' p.a,...eot c.u hi. t'I 11111re t.I : tbe I'SB 6509.131:1 i
rda c08placef follovinc: (1001) i

(a) 51-112' 181.10, :!>er !
(b) .u>-Q61 ea.h1el
(c) Sub-eouc:ben

'SB 6509.31
S7 1129, A.D-661, . lub- (6. -5 I)
youcbera ,bculd IH Itfor
each reiabur...-..c

eaeh1en rill _b lat lsa 69,1J1:I
racord of all ad... (OJ08,l001)

(a) Collect1OQ Of: "'nee-
aa.ti DC pur ;>0.. e.

() Alteraate ca. al
d1.0 a:rei '" pea;>084
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Ex~ibit 2 -- Co~tinued

INTEPlJA:' CONTP.oL :<EV!:::i~

II PFF;3ST ?\JND .~CTIVI7"!

1409.11--9

,,"vt Ar..a t..uu

E. lYeeuhler aube1tted

aeeoucab1lity report. to
1'reuucy!

1. Are 1.prnt fUDd.
&.:tj...ted u nqu.1red to
-"t proper t.prnt fund
cun ""yanee hve18!

C. Ar. apr...t fUDdrd...
bur """ voucher. ,ub-
81 teed ac:cord1ng to 1re-
queocy requ1reeent..

II. Are re1.bur.-ent
youchero for unel ""uncn
aub_ttt.o accord1"i to
trequeocy requ.1r.ellt.1

I. Are caahiera duth.
aeperat.o fr- otner
r",polI&11>111t1ea1

J. Are ahortasea c!ocueented
acd properly reported?

L lIbeo trrecular1t1u are
dhclo..d, 18 epproprtata
acttoll taull co protacc tbe
a..etl tayol.,edl

IV. SAT!:X%!:Pl1lC or 1t!IlDS

j.. Ar. sala..ep1ne tadl1t-
t1.. ""equa te 1

J. ""c.aa ~ saf p1ne
facU1tt..

1. 18 ""c... ~ tha apr.at
f..,.j It.tt.d CDtha ca.hi.r!

St.!1dard

(c) Ioto...&1 8:hancL to -plor-eo
00 S1-1165 for .pedHc o.",r-tl>...-
cOUZltUpurcb.a a!1dHatted to .
.ui ot 5 d.,.. t1oe date of ad-
note (15 d.,.. for rrk cre tot.ol.ted arua).

C.utUera .uat .u..a 8O0tlr-end

.ccount..t11cy rePO1t1 (copy of S1-
1129) cUrect to tbe 1'1'ru.ur,. 01.-
.ur81"i OtHcer, (.0"... City, (.o".a..

!b. ealcul.ted uce.. a. .bovo 0" tbe

N1Cu.prut Pw>d~rtedy Voucher
A.c:ti,,1t,. 1.eport .tu.1l ooc ""ceed:

(a) 20: of tbe _ount of
tUDela le.. cb.a" $2,000.

(b) 15: of tbe _ojt of
tUDda $2,000 &:>d OYer.

tbe hed for

tbe fUDd for

t.&1.buraeeellt Vouct.:'ir (S1-1129) .b.all
.e Hilt at le.aat ..llloft.1I .. .novo
bel-:

(a) rund l..a tb.a.n $2,000: _ootl11y

(b) rund bet_ell $2JOOO - $9,000:
a_t-80otnly.

(c) rund Ireater tb.ao $10,000: _.Itly.

1.e1.bur.".eot "oucJr. for travel
ad.,8.DCU (~15) abould be Hot
duly.

I

Dutte. a!1d re.polI.tbU1t1n 111
autborhi"i, proceut"i, rece1v1D&,
record1ng &:>d re.,1ev1ng tran.actioo.

are to be Hparatedll-Ong 1l1dh1du&h
It d1!fereoc..a are dhcloaed during a
caah ""rU1caUoo. other ttu.o .100r
cb.ang it.ing errore ($5 or Ie..) it

-t be doc:_e<>ted'Fa report"d to t
t.&110o.a1O1rector 01 l1ecaland
j.c:couoting !Yo",...ent or .v&1ataat
O1rector tor I!.e.e..rcb Support

Sen1cn, for d"te~10.t1oo a!1d
further act1oll. II

lIben thare haLo... .borta?;", or
theft, the Dear..t nI aDd Secret
Sen1c" Off1ce .hou.1,d be oot1f1ed .,.
pbon.. La cue 01 1..,,10'" tMft, tbe
local po11c. -t be"",cHied.

lIbeo 1rrecular1t1eal.u d.Uned 1a
rsa 6509. 13b (1008. il4) .re dhdo.eeI.
approp<"1ate ""t100 I~ball be UWD to
protect tbe u..u 1n"ohed. auch aa
bpoUDd8C%lt at tbe fund, acId1t10o.a1

1_eat1(at1oo, etc. I

!.acb ...alUer (pr1oc1pal &:>daltero.et.
v111 be pro.,1ded vt~h dtber a c--
b1oacioo-Loewd ..{~ or &II 1o<11..1du&l
c08b1oat1ooloc..d dr.-r 10 . .t.e.!
a.cur1ty fil1", cab10.t for .tar1oc
caalUera' ...al1bos &:>dreceipt..

I

00ly tbe (Aahiar L3d, 111 tbe lIt af
ao _er.""cy. tha &1t ""ad will b...a. 'I
acca.. to cbe ca..M.r', fund.
eaalUare -aill ke.p ccaab1l1at1oo a!1d
",a ..,.jer aer1ct par.ooal cOtltrol.

I

FSH 3/84 BH SUPP

I!.efereace

1S11 6509.31
(6.1,6)

rsa 6509.31
(6.61)

rsa 6509.31
(6.48)

rsli 6509.31
(2.4C)

1S11 6509.13.
(0004 . 1)

1SX 6501.35a
rsa 6509. I 3b
(OSOS-I008)

rsli 6509.13b
(0505)

rsli 6509.13b
(OSOS,I008,

lSO1)

1sa 6509.l3b
(0004, 1,

0400)

1sa 6509.13b
(0400)

10

I
StaMarell!tet
'tel No
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...t." .\.roo

2. Iooecue1t1ot 10torwe-
e100 tar _rfeocy .ce...to
""""'1'11>.(teeU1e!u
ed.qu.o co!

3. 10 .ete c_bio.Uoo

CMnsed aceord1nl to '
frequeocy r"'!utr..eot.'

C. Are t=d. rulIOo.bly
proeectedat all e1a..1

D. Ace par-De doc_..ta
atq:u.arded 1

I V. I".rtC!!.\5 I:'IC/!"'" ~;lTS

I

A. Are cun tra,n.ccto...
V1ttUnauthor1ud 1181t.c10e
tor ...rlou..."...ot pur-

I ct 8utbor1&cdfor:

11. Geoeral=>'&IO.eet100al

2. Sced eon.. yroc=..e..c I

3. l:eerceoc,. ~,.,..od

.. Pa,.,nu co l"lor'8eraI

I 5.

I

j

16.
i

I

I,
i

I

I 7.

1'r..d Adn.."..r

Salar1 pa1"...t I

'oluau...ar

Exhibit 2 -- Cont~'nued
II

nJTE~IF>.L CCNTROL ?.EVIE:'l
I:-1PPEST ",eJL:':' Y:~::'~;:T'..:

Stoodard

Cunhra lhall rel.u. to tn. UDa

b.ed e oee,he, I1coed, ead daeed
.onlope cooealolng the ..te c-bL:,.-
tloo ""d dupl1cH. cun b08 ..". ""iC,~

.vill th.o ~ ..,pt to . I.eure place. I!

r.pr..t i\Gd ute e-bloat100 "111 H
ct>anged aDo-lly &Dd ..neo (I) th...
la . c.'>&nge10 cubiu, (2) le La
o.c ry eo opao tbe elopa tor II
e_q:eocy ..,eu., or (3) aDY 10.taocl
""eo the c_blutioo t>aa beeo or ~
peeeed ot t>a..lng beeo e_pr-1..d.

aprut cuh 0411 be \cpt locked 10
approved wte/cabloet aeept ..neo
tuad traD.actlo..a au taUng pl..,..

I;

Sehi:aeplng fadl1tlu ,,111 be placed
10 ... ar.. DOt ...l1y ace..e1bh to
the publ1c.

,tppropriere Fore"tl... -eaur.. vi11
b. oo..t'Yed ...eo c~h 18 t=aaaponed'J!

Iii
c..ah1eu .b.tJ1 NCur. r.ed,t. (.ub-
voucb.,,") to pr...e..t the1r Iou 1"'10::'
to .ub.lulootor rd.bura"e!lt.

Cop1u ot all re"dpto (.ub-..oucbc,,")

oupportl", dLob t rill be n- 'I!td!ad by cublc.. at their locatloo :
to "" lde doc__taclo.. tor o olt.
r..."'w NJJ to Forect the eubier
.ho..J.d the.. record. be Io8t 1"
tra..81t to X7C.

Sh&11 DOt exceed $2~O tor ""y o~e
tra ctloo except for .pee1.o1
outbod...t100, ieh tallow.

Shall cor exceed $~OO p4r a1~le
tr.oaectlon.

rt .pecl Heel 1,. luthori..d
vr1tlng, ..ay , i'8Y"e..t.
'$500 ,er tuoa.ctioo uader
cood1tloca.

10 Iii

up to
...rg.ocy

If r:eq ted 1>1Icg10..&1 D1rector

I.
ot rtacal &ad .l.ceOUDt1OCKeo", "t, '

Lav £.atore-ot D1reecor or .uailtaot'
D1uctor tor te.aareh s..,port
S40t'Y1eu, "ubien -,. a.ha..c. "" eo
$400 p4r atngl. tr "t1o...

For ..re.""" or \GOC:M4..J.ed
81t...tlooe e..tUen 88Y u£c
edT""'" "" to $~oo ,ro"idad
appr-ed ~15 18 ,r...ated
tr..eter.

tUTe! I
I..,

.

tn..e.J. 1
... '

1>,. tboa

Sh.Lll DOt "",ued sal- doll..

I

lait.t10aa 18po,ed "".,.. euhhr tQr
recut ar or -<'Iace1 p4,...ot. per
81"(10 tUG88etloa tor _ployau prio
to re<:dpc of flut p4J'<:!wt"k ,",,0 H-
ea ot tt..."cial t>ard.h1p,-.4
tuod. tor -,huoc" aod tor

cartab other -p1oya... I
I

P.1"8"" tor .Wo.htaoce &od a1acal-1
1 0... 0:11'4""" at 901uata.u' '
duty .utloo a:e lidtad to I.oeral
4011... 1181tar10... tor 1.Fut tuad
,,' "t1o....

FSM 3/8f1.

1[,,I
SteadardJ

"'" t
ITeo WoLetornce

,sa 6~0ge13b
(0400)

'511 6~O9 .13b
(0004,0400)

'511 6509.13b
(0004 )

PSi 6509.13b
(0004)

,sa 6509.131>
(0004)

PSI! 6509.Db
(1001.1)

,~ 6S0'9.1~
(1001.1)

II!

PSi! 650?13b
(0701.1)

rSB 6509.13b
(0701.11)

psa 6~09'13b
(0701.12)

rsa 6509.13b
(O701.H)

,sa 6509.13b
(0701.23)

'SI! H09.31
(2.I,2..C)

,sa 6509.13b
(0800)

PSII 6509.))

(1-1.)0)

BH SUPP 10

II



~vie... Area

8. Do controll prevent
duplication l>et...en cuh
purth~.e. lad p.a,.,ento of
purchue ordere and ~ve
duplicate pa,.,entl been a&de

C. Do controll prevent
goodl paid for 1n cuh frQf&
being returned for peroonal
credit!

I o. rl each cuh
dhburoe.ent properl,.
luppor ted!

INTE?-.NAL CONTP-OL R.EVIE""~J
TI:\"O",1:'<::'1"1:'nNJ ::.C"'7 \ ""-"

-il'~_v- .- .. -- -.-
II I I

i
St~adlrd

!let

kfere"ce I Yea No -

I
Ii
IiI,

Ii

ExhuJit 2
iii

Saodlrd

txcept 1n _ergency, ita.lll,hould aot
be purc~led wi th cuh froel a veador
if I bl~"lLet purchale order (c~rge)
~rrlng...ent il ia force.

Vendorl' lignlture 10 requir.ed on lub
"O<.>cberl for purcb&lel returned or ex

c"'nged reflecting it-I ~ c~lh re-turtled. Val of retur"ed ite.. .re
to be reflected on i.prnt fW><!re-
cordI.

Jl&ce1pt. lhould be Origin4+:~ and "ot
dup11clte.. "

Peraenl 1a1t1all,. receiv1ngl goodl or

a,,"lcea ahall Iclalovledge Ilrecdpt by
a1goature and dateOQ aubvoUcb..ra.
If the 1t... 11 oot clearlvl lae.cribed,. I'
chh 11>d1vl4...l ahould briefly de-
Icr1b.. 00 the lubvoueher. '"

AaouaCl o.,er $15.00 are to libe IUP-
ported by "endoro' otig10011"ig-
nature andall receipts wili I>e dgoe
lad dated by the iodividual 88k.1c.g
tbe purcb&le.

The 1ad1,,1dual, or repreaedtative of
tbe 1ad1v1d...l, requelt1c.g goodl or
.,,"1cel viII rece1pt and ~~te IUb-
"ouebera wilen Coodl or .ervicea
Ire recthed (tb.11 lignl tur'e 1& 1n
addit100 Co tbe ca.bi4r'. .'igIl4ture).

Each receipc .ball be -rud paid by
the ..ador.

Subvouc:hera 11 be leq...,oCtally
oU!lbered.

s...b"ouehen lball be \ilQaltered.

-- Continue:: 1409.11--11

fag. 4 0: ..

lLe ru.

TSI'! 6509. Db
(0701.2)

I"SH 6S09.13b
(0701.:2)

TS!! 6S09.lJb
(0701.2)

I"SH 6509.13b
(0701.21)

frealury
lapreat

Sook. (0703)
I"SH 6509.13b

(0701.21)

TSII 6509.13b
(0701.2)

rSl! 6509.13b
(0701.2)

f'SH 6509.13b
(070b)

rsii 6509.13b
(0705)

I ~ve revi d cQf&pliance to pr".cribed interual coatrol procedure. lad
.caadarda for tbe i.pre.t fUnd .ctivity. Ideatification of tho.e areal
vh.ere ataadard. ~ve Dot be~n eeC are doc_eated in the reu.ru block of
thil cuide.

FSM ~
I

:V 84 BB surF
i,

lAte.<::oo.1'1i&:>c. ie r

10



14.09.11--12

UNIT:

Exhibi till 3
m

m

..1

ASSURANCE STATEMENT

II

I certify that a review has been per1prmed of the

act; vity on th; sun; t us; ng the; ntei ,a1 control rev; ew gui de in

FSH 1409.11. The revie'll was performel~ by qualified personnel in a
thorough and conscientious manner dUrT

l

lr
.

'ng the period of

through . This unit ~s either in compliance with the
[I

standards or all areas of noncomPlian

.

fe have been documented. Prompt
. action \'/i11 be taken to correct thosJ~ situations that do not meet the

I standards. .
I

I
I

I

uate(Line Officer Signature & Title)

III

i

FSM 31
Iii
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